AN EXCERPT FROM THE MINUTES OF THE 12" REGULAR SESSION OF THE 10™
SANGGUNIANG BAYAN MEMBERS OF THE MUNICIPALITY OF SAN BENITO, SURIGAQ
DEL NORTE FOR CY 2025 HELD AT THE 3RP FLOOR, SANGGUNIANG BAYAN SESSION
HALL, LEGISLATIVE BUILDING ON MARCH 24, 2025 AT EXACTLY 9:00 O’ CLOCK IN THE

Republic of the Philippines
CARAGA Region XllI
Province of Surigao del Norte
Municipality of San Benito )

Office of the 10Y Sangguniang BWapan

MORNING
PRESENT:
Hon. Wellybel A. Requirme Mun. Vice Mayor/ Presiding Officer
Hon. Cindy R. Agati Sangguniang Bayan Member
Hon. Puyat P. Sumando Sangguniang Bayan Member
Hon. Charlito E. Mendavia Sangguniang Bayan Member
Hon. Felix B. Sumando Sr. Sangguniang Bayan Member
Hon. Aldrein C. Glimane Sangguniang Bayan Member
Hon. Delfin P. Labola Sangguniang Bayan Member
Hon. William A. Polican Sangguniang Bayan Member
Hon. Jayrom P. Caballejos Sangguniang Bayan Member
Hon. Ruella T. Rulete Ex-Officio / LNMB President
Hon. Aira Mae C. Galano Ex-Officio / SKF President
ABSENT:
None

WHEREAS, in adherence to the provisions of R.A. 7160, the Municipal Government of San
Benito, Surigao del Norte establishes and maintain only the Office of the Sangguniang Bayan as a
singular office that constitute the whole Legislative Department of the said LGU which include the
Municipal Vice Mayor, the Sangguniang Bayan Members and the Secretary to the Sangguniang Bayan;

WHEREAS, it is very clear in the provisions of the Local Government Code that the Municipal
Vice Mayor has its own distinct function, duties and responsibilities, which are different from the
members of the Sangguniang Bayan as well as that of the functions, duties and responsibilities of the
Secretary to the Sangguniang Bayan; hence a need to separate these three functions into three different
offices which will now comprise the whole of the Legislative Department of the Municipal Local

MUNICIPAL ORDINANCE NO. 186-25
Series of 2025

“AN  ORDINANCE ENACTING THE CREATION OF A
SEPARATE OFFICE OF THE MUNICIPAL VICE MAYOR AND
OFFICE OF THE SANGGUNIANG BAYAN SECRETARY IN
ADDITION TO THE EXISTING OFFICE OF THE
SANGGUNIANG BAYAN THAT COMPRISES THE WHOLE
LEGISLATIVE DEPARTMENT OF THE MUNICIPAL
GOVERNMENT OF SAN BENITO, SURIGAO DEL NORTE,
INCLUDING THE CREATION OF PLANTILLA POSITIONS,
PROVIDING FUNDS THEREOF AND FOR OTHER PURPOSES”

Government Unit of San Benito;
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WHEREAS, Section 443 (c) of the Local Government Code likewise provides that: “The
Sangguniang Bayan may: (1) maintain existing offices not mentioned in subsection (a) and (b) hereof
(mandatory and optional position); (2) create such other offices as may be necessary to carry out the
purposes of the municipal government; or (3) consolidate the functions of any office with those of
another in the interest of efficiency and economy;

WHEREAS, under Section 447 (vii) of the Local Government Code, it is the responsibility of
the Sangguniang Bayan to determine the powers and duties of officials and employees of the
Municipality subject to the relevant provisions of the Code;

WHEREAS, Section 447 (viii) empowers the Sangguniang Bayan to determine the positions
and salaries, wages, allowances and other emoluments and benefits of the officials and employees paid
wholly or mainly from municipal funds and provide for expenditures necessary for the proper conduct
of programs, projects, services, and activities of the municipal government;

WHEREAS, there shall be created a separate Office of the Municipal Vice Mayor and Office
of the Secretary to the Sangguniang Bayan in addition to the existing Office of the Sangguniang Bayan
which will comprise the Legislative Department of this MLGU;

WHEREFORE, foregoing premises considered and upon the motion of Sangguniang Bayan
Member Delfin P. Labola duly seconded by Sangguniang Bayan Member William A. Polican, be it:

ENACTED by the 10" Sangguniang Bayan of San Benito, Surigao del Norte in session
assembled, that:

Section 1. Title. This Ordinance shall be known as the "Municipal Vice Mayor’s
Office and Sangguniang Bayan Secretary’s Office Creation Ordinance of San Benito, Surigao del
Norte."

Section 2. Purpose. The purpose of this Ordinance is primordially directed to the
establishment and creation of a separate Office of the Municipal Vice Mayor and Office of the
Secretary to the Sangguniang Bayan in addition to the existing Office of the Sangguniang Bayan for the
efficient and effective delineation and placement of hired LGU employees which include Permanent,
Casual and JO/COS appointments under Legislative Department as well as its budgetary allocation and
utilizations thereof.

Section 3. Creation of the Office of the Municipal Vice Mayor, its functions and
Organizational Structure. There is hereby CREATED a Municipal Vice Mayor’s Office
including its Functions and Organizational Structure in the Municipality of San Benito, Siargao Island,
Surigao del Norte, separate from the Office of the Sangguniang Bayan, which will have its Functions
and Organizational Structure, to wit:

Section 3 (a) Functions. As provided under R.A. 7160, otherwise known as the Local
Government Code of 1991, Section 445, the Office of the Municipal Vice Mayor or the Vice Mayor
himself / herself shall have the following functions and duties, including but not limited to:

(1) Be the presiding officer of the Sangguniang Bayan and sign all warrants drawn on the
municipal treasury for all expenditures appropriated for the operation of the Sangguniang Bayan;

(2) Subject to civil service law, rules and regulations, appoint all officials and employees of the
Sangguniang Bayan, except those whose manner of appointment is specifically provided in this Code;
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(3) Assume the office of the municipal mayor for the unexpired term of the latter in the event
of permanent vacancy as provided for in Section 44, Book I of this Code;

(4) Exercise the powers and perform the duties and functions of the municipal mayor in cases
of temporary vacancy as provided for in Section 46, Book I of this Code; and

(5) Exercise such other powers and perform such other duties and functions as may be
prescribed by law or ordinance.

Section 3 (b) Organizational Structure. The Municipal Vice Mayor’s Office shall have the
following organizational structure, subject to modification as the need arises, to wit:

_ MUNICIPAL VICE MAYOR'S OFFICE

MUNICIPAL VICE MAYOR
(Elected — SG 25)

Private Secretary

(Co-terminus)

| |
Administrative Aide Administrative Aide Administrative Aide
(JO) JO) J0O)

Section 4. Creation of the Office of the Secretary to the Sangguniang Bayan, its functions
and Organizational Structure. There is hereby CREATED a Sangguniang Bayan
Secretary’s Office including its Functions and Organizational Structure in the Municipality of San
Benito, Siargao Island, Surigao del Norte, separate from the Office of the Sangguniang Bayan, which
will have its Functions and Organizational Structure, to wit:

Section 4 (a) Functions. As provided under R.A. 7160, otherwise known as the Local
Government Code of 1991, Section 469 (c), the Office of the Secretary to the Sangguniang Bayan or
the SB Secretary himself / herself shall have the following functions and duties, including but not

limited to:

The Secretary to the Sanggunian shall take charge of the Office of the Secretary to the
Sanggunian and shall:

(1) Attend meetings of the Sanggunian and keep a journal of its proceedings;
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(2) Keep the seal of the local government unit and affix the same with his signature to all
ordinances, resolutions, and other official acts of the Sanggunian and present the same to the Presiding
Officer for his signature;

(3) Forward to the Mayor, for approval, copies of ordinances enacted by the Sanggunian and
duly certified by the presiding officer, in the manner provided in Section 54 under Book I of this Code;

(4) Forward to the Sangguniang Panlalawigan concerned copies of duly approved ordinances,
in the manner provided in Sections 56 and 57 under Book I of this Code;

(5) Furnish, upon request of any interested party, certified copies of records of public character
in his custody, upon payment to the treasurer of such fees as may be prescribed by ordinance;

(6) Record in a book kept for the purpose, all ordinances and resolutions enacted or adopted by
the Sanggunian, with the dates of passage and publication thereof;

(7) Keep his office and all non-confidential records therein open to the public during the usual
business hours;

(8) Translate into the dialect used by the majority of the inhabitants all ordinances and
resolutions immediately after their approval, and cause the publication of the same together with the
original version in the manner provided under this Code; and

(9) Take custody of the local archives and, where applicable, the local library and annually
account for the same; and

(10) Exercise such other powers and perform such other duties and functions as may be
prescribed by law or ordinance relative to his position.

OFFICE KEY FUNCTIONS;

4 Providing Secretariat Services: This includes attending Sangguniang sessions, preparing
agendas, taking minutes, and distributing official documents.

4 Managing Records and Archives: The office is responsible for maintaining accurate and
organized records of all ordinances, resolutions, managing the local archives and other official
documents of the Sangguniang.

4 Legislative Tracking: The office may maintain a legislative tracking system to monitor the
progress of ordinances and resolutions, ensuring efficient legislative processes.

4 Administrative Support: The office provides administrative support to the Sangguniang,
including tasks such as managing public and media affairs, providing security services,
transportation services and utility services to all the members of the Sanggunian.

4 Translation and Interpretation: The office may be responsible for translating ordinances
and resolutions into the local dialect to ensure public understanding.

Section 4 (b) Organizational Structure. The Sangguniang Bayan Secretary’s Office shall
have the following organizational structure, subject to modification as the need arises, to wit:
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___SANGGUNIANG BAYAN SECRETARY'S OFFICE

MUNICIPAL GOVERNMENT DEPARTMENT HEAD 1

(Sangguniang Bayan Secretary)
(SG 24)

ADMINISTRATIVE, LEGISLATIVE LEGISLATIVE RECORDS &
TRANSPORTATION SECRETARIAT & TRACKING, ARCHIVAL
& UTILITY SUPPORT TECHNICAL RESEARCH & DATA MANAGEMENT
SECTION SUPPORT SECTION SECTION SECTION
Administrative Officer II Administrative Assistant V Administrative Assistant V
(SG 11) (Stenographic Reporter I11) (Data Controller I1I) Records Officer 1
(SG 11) (SG 11) (SG 10)
Administrative Aide IV
(Driver IT) Administrative Aide IV
(SG 4) (Clerk II)
(SG 4)
Administrative Aide III
(Utility Worker I1) Administrative Aide IV
(SG 4)
Administrative Aide III L. ; :
(Utility Worker 1) Administrative Aide III
(SG 3) (Clerk I)
(SG 3)
Administrative Aide II
(Utility Worker I)
(SG 1)
Administrative Aide 11
(Utility Worker I)
(SG 1)
Section 5. Office Assignment & Organizational Staffing of Personnel. All hired

employees who are holding a permanent and regular including casual appointments in the Legislative
Department are all under the Office of the Secretary to the Sangguniang Bayan with the Sangguniang
Bayan Secretary as their immediate supervisor. Coterminous and Job Order or Contract of Service
Employees are all under the Office of the Municipal Vice Mayor.

Section 6. Budget Preparation.  The budget of the Municipal Vice Mayor’s Office and
Sangguniang Bayan Office shall be prepared by the Municipal Vice Mayor, while the Office of the
Secretary to the Sangguniang Bayan shall be prepared by the Sangguniang Bayan Secretary to be
submitted to the Municipal Mayor through the Municipal Budget Officer for inclusion in the executive
budget every year not later than the month of June for the ensuing year of operation. The budgets of the
three offices under Legislative Department shall be approved by the Sangguniang Bayan and the Local
Chief Executive through an Appropriation Ordinance enacted for the purpose.
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Section 7. Appropriations. The position of Department Head and other staff for the Office of
the Sangguniang Bayan Secretary including that of the Office of the Municipal Vice Mayor shall be
included in the plantilla of personnel in this local government unit approved by an appropriate body.
The appropriation or budget item number of the position shall be approved by the Sanggunian
concerned. In addition, the Personal Services (PS), Maintenance and Other Operating Expenses
(MOOQE) and Capital Outlay (CO) will form part and indispensable in the total annual appropriation of
this newly created office and shall be appropriated annually.

Section 8. Limitation. The budget must not exceed the estimated expenses for the
maintenance of the Municipal Vice Mayor’s Office and the Office of the Secretary to the Sangguniang
Bayan. Further, it shall likewise follow whatever limitations as provided by laws, rules and regulations

especially to the preparation of the budget.

Section 9. Separability Clause. If for any reason, any section or provision of this
Ordinance is declared unconstitutional or invalid, other sections or provisions hereof which are not
affected by such declaration shall continue to be in full force and effect.

Section 10. Repealing Clause. All Ordinances, local issuances or rules inconsistent with
the provisions of this Ordinance are hereby repealed or modified accordingly.

Section 11. Effectivity. This Ordinance shall take effect upon approval and after

publication in a newspaper of general circulation.

RESOLVED FINALLY, that copies of this Ordinance be furnished to all concerned agencies

for information and appropriate action.

ENACTED this, 24™ day of March 2025 at the Sangguniang Bayan Session Hall, 37 Floor,
Legislative Building, San Benito, Surigao del Norte upon the motion of Sangguniang Bayan Member
William A. Polican duly seconded by Sangguniang Bayan Member Delfin P. Labola.

We hereby certify to the correctness of the foregoing Municipal Ordinance.

HON. CINDY R. ATI
SB Mémbe

HON. CHARLIT(Q E. MENDAVIA

SB Memb
HON.FELIXB. S DO, SR.

SB Member
C’m\
HON. WILLIAM A. POLICAN

SB Member

HON. RUELLA ULETE
Ex-Officio/L President

HON. PUYAT P. SUMANDO
SB Member

MDREIN C. GLINIANE

SB Member

JAYROM P. CABALLEJOS
SB Member

HON. E C) GALANO
Ex-Officio / SKF President
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HON. LLYBEL EQUIRME

Municipal Vice Mayor
Presiding Officer

Attested:

MELQUIADES G. NTILLA, MA, MPA

Municipal Government Department Head 1
Sanggunigng Bayan Secretary

APPROVED: R4 [202

ANDO - MENIL, LCB
Munidipal Mayor




